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FORMS MANAGEMENT 
402 West Washington Street, Room W472 
Indianapolis, Indiana 46204-2739 
(317) 232-3380 
<fmd@icpr.in.gov> 

 

RECORDS MANAGEMENT 
402 West Washington Street, Room W472 
Indianapolis, Indiana 46204-2739 
(317) 232-3658 or 232-3285 
<rmd@icpr.in.gov> 

 

MICROGRAPHICS 
100 N. Senate Avenue, Room N055 
Indianapolis, Indiana 46204 
(317) 232-3381 
Fax (317) 233-0412 
<mcg@icpr.in.gov> 

 

STATE  RECORDS CENTER 
6400 East 30th Street 
Indianapolis, Indiana 46219 
(317) 591-5325 
Fax (317) 591-5328 

 

STATE ARCHIVES 
6440 East 30th Street 
Indianapolis, Indiana 46219 
(317) 591-5222 
Fax (317) 591-5324 
<arc@icpr.in.gov> 

 

PRESERVATION AND CONSERVATION LAB 
6440 East 30th Street 
Indianapolis, Indiana 46219 
(317) 591-5222 
 

CPR WWW ADDRESS:  
 

internet/intranet: <http://www.IN.gov/icpr> 

PUBLIC RECORDS 
 

        The foundation  

          The memory  

            The protector of  

  

    Democracy in Government  
 
 
 
 
 
 
 

"A popular government, without 
popular information, or the means 
of acquiring it, is but a prologue to 
a farce, or a tragedy; or, perhaps 
both.  

 
Knowledge will forever govern 
ignorance; and a people who mean 
to be their own governors must arm 
themselves with the power which 
knowledge gives."  

 
--James Madison  
4th President of the United States 

 
 
 
 

COMMISSION 
on 

PUBLIC 
RECORDS 

 

 
402 West Washington Street, Room W472 

Indianapolis, Indiana 46204-2379 



COMMISSION ON PUBLIC RECORDS MISSION STATEMENT 
Assist state and local governments in the efficient management of public records, 

including design, use, storage, and permanent preservation.  
 
 
 

FORMS MANAGEMENT 
 
Provide efficient and cost-effective forms, 
eliminate confusing and unnecessary record 
keeping, provide education, and 
understanding of the vital role of forms in 
state government. 
 

           
       

STATE RECORDS CENTER 
 
Store public records in a safe and secure 
environment, provide authorized access 
and carry out approved destruction 
procedures. 

RECORDS MANAGEMENT 
 
Ensure lawful, efficient retention of 
necessary public records and coordinate 
destruction or permanent preservation when 
no longer needed by state agencies. 
 

           
      

STATE ARCHIVES 
 
Preserve and provide efficient access to 
historical information and records, protect 
critical records, and help local government 
manage and preserve records. 

 
MICROGRAPHICS 
 
Provide filming and processing services, assist 
in the development of standards, and 
coordinate utilization of all micrographics 
equipment. 

        
        

PRESERVATION AND 
CONSERVATION LAB 
 
Restore and repair valuable and historical 
records, implement a records disaster 
recovery program, and coordinate 
statewide preservation programs. 

 
 
 
 
 
 
 
 

The Commission on Public Records was created by 
Public Law 1035, chapter 219, on 11 March 1935. 
The Indiana General Assembly expanded and 
modified the Commission's organization and 
responsibilities in 1961, 1971, 1979, and 1983. 
 
The Commission became an independent state agency 
in 1979, and now consists of eight divisions: Forms 
Management, Records Management, State Records 
Center, State Archives, Micrographics, and the 
Conservation Lab, thereby completing the life cycle 
of information and records. Together with the 
administrative and fiscal divisions, these divisions 
create, manage, distribute, and preserve the 
information of the State of Indiana through efficient 
and fiscally responsible policies and procedures. 
 
The life of all information record keeping begins with 
a well-designed form (Forms Management) which 
after distribution and use becomes a record. This 
record is then destined, through a retention schedule 
(Records Management), for ultimate destruction or 
preservation. Depending on the retention schedule, 
the record can be stored temporarily and then 
destroyed (State Records Center), or it can be 
preserved permanently as an historic record (State 
Archives). Some important records are microfilmed 
(Micrographics), or are restored and/or repaired 
(Conservation Lab). 
 
The Oversight Committee on Public Records 
functions as the policy-making body for the 
Commission, and consists of the Governor, the 
Secretary of State, the State Examiner for the State 
Board of Accounts, the Director of the State Library, 
the Director of the Historical Bureau, the Director of 
the Commission on Public Records, the 
Commissioner of the Department of Administration, 
the Public Access Counselor, and two lay members 
appointed by the Governor for four-year terms. 
 
Since safeguarding public information is a vital 
function of government, the Commission's role in the 
administration of records is to reduce paperwork, 
preserve Indiana's history, and improve the efficient 
operation of state government. 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.3
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /Description <<
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /DAN <>
    /DEU <>
    /ESP <>
    /FRA <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /PTB <>
    /SUO <>
    /SVE <>
    /ENU (Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


